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One yeer 830, a speclal Governmentwide suggestion caupaign, celled
"Crash Request for Ideas®, brought in more than k% s000 proposals from per-
sonnel of this Organtzation in 10 days. Conglder for a moment: oune
request Lrought over 4,000 positive replies in 10 short days, broken by
Chrigtmas and New Year holideys.

This one special campaign produced over 2 new idess which warvsnted
sttention and action; 50 new idess, never before considered and yet
sufficiently important to be given considerstion inm the Bation's highest

The Suggestion Awards Committee, meccustomed to studying new employce
suggestions every day, was pleased with the success of ihis special opera-
tion and delighted with the drametic demonmsiration of the vast potential of
mentel wealth available in this Organization. Every responsible cfficial
of this Organization can see in this insident the fact that, iadividually,
be has at his disposal a magnificent resource which can be focused on his
own spa2cial problems.

This proven supply of brain power is available and reedy. Again and
again pooof of this usable pesource ig spotlighted briefly in outstanding
suggestions and awards. Yei, the full potential of this valusble "Mansge-
ment Asset™ has not yet been fully explolted; this Organization hes an
uslimited capacity to absord valusble imppovement ideas. Effective
supervigory use of the Suggestion Awards Program by the Opessting
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MARAGRNENT TOOLE

Every yesr Organizstion hesdquarters griads out over 200 million pages
of paperwerk -- over 1,600 every mimute. It is impossible to estimate what
hesdgquarters recelves. Comsider the problem of comtrolling this volume im
& eompartmented organization haviag dispersed hesdquarters buildings pius
field instsllations. The conclusiom is obvious; it is & major problem
involving & major cost. Indeed, from the time a document is erested uptil
ithmitﬁ“hmmmxmtatmtmtralapmtim e
the receipting, musbering, logging, reviewing, abstracting, dating, time-stamiing,
soding, sorting, classifying, cover-sheeting, routing, and riliag.

hese control messures, of course, heve their place in the Organizstion.
But when their overuse or complexity unnecessarily imeresses clarical eosts,
or delays dncisions and actions vital to both headguarters end the field, &
¢lose look into the causes of the trouble is needed. For exacple, a recent
mem@mtambmWMsmﬁs

i. An excessive smount of time {from two to four howrs depending
~ ou the size and physicel layout of the ocmpoment) elapses botucen the
 Teesipt of a docwsent in a registry spt its delivery to the ection desk.

2. Al initial control operstions {including routing} for ome docu-
zent take move than five mimites.

3. Nore than 15 per cemt of the totsl incoming documemis receive
control mm in addition to that requived for secarity purposcs.

| k. & routing slip or comtrol form is plsced on virtually every

Suyoming or outgolng document.

HEIENTIAL
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¥hep theee denger signs show up it’s a safe pet thet document countrol
seasures {exclusive of those required for scwﬁty gontrol)} exceed those
really needed to snswer these guestlons about documents that call for sctiom
or decision:

1. Hss a particular document been recelved, end 4f so, to vhom and
wvhen was 1t sent for actionm?

2. Hss & particular document been released, and if so, what action
wes taken sad to vhom and when was it sent?

Mese questions can be guickly snd simply snswered by three forme avalle
able in hesdquarters or the field. These are: Form T19, Locator and Somtrol
Begord, (hesdquarters and £ield); Form 238, Document Control, (headquerters
only); Form 240, Courier Receipt aud log Record (headguarters cnly). A1l threc
are multipert forme designed to provide at one writing enough copiez to meet
several needs at different control poinis. Bere's how these forms work:

1. Porms 779 and 238 sre pix-part sets printed on NCR (Mo Carbon

Bequired) paper. The six parts provide copies for logging and cross-

referencing at the registry level snd at subordisate pointe. The 3" x 5*

g)ips not only elimiomte the need for log books, but also provide & ready

commmications mediun for motifying e central reglsiry of the dispositioe of

& document at a subordinate point. The file locator reference to the doeu-

ment can slso be shown on Form 238,

2. ¥orm 2O is e four-part cerbop interlesved set. At one writing,
copies of the form are made for adfressing, receipting, and logging of
elassified material transmitted within headquarters through the courier
systen. The form meets all security raguirements for logging materisl
eclassified up through SECRET.

CONFIDENTIAL -
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3. Form 240 is also designed for use with the new hepdquarters

Chein Eovelope. This envelope has been spproved for transmitting
within hesdquarters materisl classified up through SECRET. It ey also
be used as the outer wrapper for double wrapped materisl, except that
shich 1g classified TOP SECRET. In addition to meeting these securlty
requirements, the new envelopes offer these edvantages:
Saye tize - You can address an envelope and attach a receipt in
-one operstion. Simply insert the receipt in the window pocket on
the fece of the emvelope. If & cowrler receipt is not neaded, insert
e 3" x 5" card or slip of paper and write in the sddress.

8ave money - These snvelopes may be used repestedly.
nace - 3afe space will not be needed for used envelopes

since names snd addresses will not appear on them,

The Qfmizatim, vitally comcerned about the effect of document controls
on the timeliness of decisions resching the field, hes included the improvement
of these controls in the objectives of its Records Maragement Program. Guidsnee
mey be obisined from your Records Officer, and also in headqusrters from the

BMecords Management Staff.

GONFIDENTIAL |

Approved For Release 1999/09/2@0,&@“RDP78-04724A000200040002-8



Approved For Release 1999/09/20 ;. CIA-RDR78-04724A4000200040002-8 -
PP %JW EE}EP -Qf
NOFORA
BETTER FINANCIAL ADMINISTRATION THROUGH REPORTS

Much hes been sald sbout cost-baged budgeting in the Orgenization
and the commitment to prepe.re:«eaarg? Facal year 1962. Up to now, less
emphasis has been placed on another and equally important regquirement
of Public Lew 863 which is, "For purposes of sdministration and cperation,
such gost-based budgets ehall be used by all departments and eatablish-
ments end their subordinste units.”

To implement these requirements the Organization plans to have the
operating budgets for fiscal year 1960 submitted on & cost basis. If we
are to follow through and test the effectiveneas of our cost syaten in
serving the "purposes of administration and operstion™,. we mst have a
reporting system that furnishes menagement-type information. Since top
management spends most of its time in considering the future, our
historical cost date are of velue primarily in providing inagight intc
the future. The Cost-Center Report currently issued by the Comptroller
is being developed to provids such information. This report is designed
tc serve two requirements of oparating menagsment:

1. A device vhereby actusl opersting costs can be compered with

planned costs, and

2. TFinancial deta that will aseist Operating Officisls in

meking declaions concerning the future use of resources.
With such information, menagement is in a better position to control
operations end the use of allocated regources. Let us review the current
report and see 1f it serves these management requirements. The report

Tormat 1s as follows: S
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The colums of the report furnish the following information:

(1} Cost Center - The first line gives the name of the unit
{organizational, project, activity) selected for the purpose of
accumulating costs that can be identified with a single management
responsibility. The second line gives the cost center or agcount
miber uged for identificetion and machine accounting purposes.

{2} (3) (4) Ovligstions - Although allotments of cbligating
authority are made at higher levels, each allottee delegstes & part
of hls suthority to lower operating levels to expedite the conduct of
opsrations. Therefore, informotion must be made avallsble st the
gost-center level to ensble management to review and contrel the use
of the cbligating authority that has been granted by the Director.
When the Organization changes to a cogt-control bhasis, obligstions by
coat center will be dropped frum the report.

(5) Pund expenditures - This colum reflects the extent to which
the fund obligstions shown in column (2) have been liquidated. By
snalyzing the difference betwamon these columns, management can check on
unpald Wills, wndelivered orders, and the validity of unliquidated
obligations.

{6} Totel cost - This column reflects the cost of services and

& od
1A
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Property recorded agninst the current year authority or limitstion as

shown in column (7). The cost columm in the eurrent report does not

reflect true cost (the value of goods and services consumed. during the
period) due to the fact that the scerual sgpect of the cost accounting system
will not become effective until 1 July 1959. For example, parsonal servizes
that have been rendered through the end of the month but heve not been peic
for are not now being shown as cost until paynent 1ls made. The accrual
aspect will show unpaid salariss es cost. However, the column does have o
value in having operating personnel become familisr with cost data and in
compering the cost against total authorization (colum 7) to evaluate

ot

progress and use /\resourcea .

{7) Project/Administrative Limitation - This colwm shows the
dollar limitation placed by the Project Review Committee or other admini -
strative authority on projects, organizationsl units, or other activities.
Its present use is to ensble menagement to compare the use of obligating
euthority sas reflected in coluwmm (4) snd the accumulation of costs as
reflected in column (6) with the approved limitation. Through such a
comparative review, management 1s ensbled to take action to correct
unfavorable trends or to adjust authorities to use resources. Beginning
with fiscal year 1960, the epproved operating cost budget limitation will
be shown in this column end will serve as the control with which mensge -
ment will ccmpare accumulated costs.

The Cost-Center Report is the Comptroller's tool of communication
to management for comparative and decislon-making purposes. Does the repat
serveé your needs? Only you, the user, can tell the Comptrolier. Your

comments and auggestions are walcome at all times and are esapecially
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HONORS AWARTED TO ORGANIZATION PERSONNEL

In the last ten years 180 honor awards--medals, decorations and
cartificates~-have been awarded to Organizetion personnel in recognition
of their service with the Orga.nimticﬁ, This inéludes 83 civilien
awards, 55 military swards and b2 awards from § different foreign
countries. The military services and other departments of Government
recognized achievements of our personnel before the establighment of
the Orgenization Honor Awerds Program in 1933; thus our cumiilative
1ist of honors, which i1s maintained by the Honor and Merit Awards
Board, goss back eleven jrearo.

In 1953 the Director approved the craation of our four medallions,
two for valor--the Mstinguished Intelligence Cross and the Intelligence
Star--end two for service or schievement--the Distinguished Intelligence
Madal and the Intelligence Medal of Merit. The Certificate of Merit
which is sccompanied by en honorarium of $100 was crested in 1956 to
recognize superior performence of duty, especially st the junior level.
In August 1958 the Director approved ancther evard for outstanding
performance, the Certificate of Merit with Distinction, vhich is
accompanied by an honorsrium that may range from §200 to 85,000.

{See the Bupport Bulletin for July-August 1558.) Listed below is a
breakdown of the TO Organization awsrds and the 55 military awards
which have been mede through 30 June 1958 to individuala sssociated

with the Organization.
wusd
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CRGANIZATION HONOR3

Croas

Diastinguished Intelligence Medal

Intelligence Medal of Merit

Certificate of Merit with Distinotion

Cartificante of Merit

AHARDS

Kavy Cross '

pistinguished Service Medsl
81lver Star

Lagion of Marlt
Distinguished Flylng Cross
Boldiers Medal

Bronze Jtar

Air Madal

Commendation Ribbon

MILITARY AWARDS

G
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The Director of Praining recently summarized the Organizatiomn's progress
to date in the Langusge Development Program. Bighlights of his report will
be of interest to resders everywhere.

This Organization has scared first in the development of a large-scale
bt workable pa-égram of monetary inceatives for the schievement and saintenance
of language proficiency, he said, althouzh- have paid bonus stipents
for language proficiency, on a small scale, and the Soviets also are provably
yaying language bonuses.

This program wes lsunched officially on & February 1957. Ilsagaage trainiag
has been conducted in the Organization sinmce its beginning, and hundreds of
people have studied langusges at posts abroad, bn£ the initiation of this pro-

. grem marked our first systemetic effort to encourage widespread schievement sad

maintenance of needed language proficiencies, stressing the yoluniary partici.
pation of all employees,

Cur emphasis on the voluntary aspects of the program is still unique, and
it is in its voluntery features that the greateat progress has been made. By
1 November we had taught 1035 students in 190 courses, in 17 different langueg s,
all during aon~duty hours. 9l staff employees had volunteered to work overtime
&s langusge instructors, and suother 20 as test developers, in comnection with
the program. 4And you will recall that the avkrds for language lesrning achieved
voluntarily on the individual's own time are tvice the amounts paid for schisve
zent daring d.nty'haurs.

A quantitative measure of progress to date 15 reflected in the Tollowing
statisties. (For comparative purposes two sets of dates are used: the 1P-momth

COMRIDENTIAL
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period preceding the start of the progrsm, k Pebrusry 1956 to h Fewrumry 195T;
and the most recent 12-month period, 1 Wovember 1957 to ) Bovember 1958; indics-

ted below as 1957 and 1958.)

1937 1938

- Botal students in sll Nq. language tralming 590 1545
Tota) mumber of courses conducted 1} 3 306
Tusdear of languages studled 27 31

Through the langnage Qualifiestions Register, Organization mansgement can
aow obtein accurate and timely infarmation on the language skills availadle.
We can tell, often within a matter of minutes, who and how memy have vhat degree

ggzk&inmt langneges, and where they are. Or we can ansvwer such quegtions
us: who can speak Nandarin Chinese? Who can tesch tradscraft in Prench? Whas
angiages can employee "X translate?t Is either A or $ fluent in Spanish? How
recently were they tested? '

By 1 November approximately 50% of all Agency employees hal filed a Lamguage
Pats Record, Form hhbe, for inclusion in the Register, snd about 0% of these
elaimed some degree of competence in & total of 113 languages. Of those clalsing
competence, 1346 had been tested by 1 November, in 3k lsnguszes. Results of the
testing program to date show a very gratifying correlation betveen claimed skills
and tested skills, but our goal 1s a language Qualifications Register which will
tmolude all Orgenization personnel, and which will be based entirely on tested
skills.

Mhe program has cost less than was expected, for three major reasons: {1
The program has been sn outstanding tean effort, with volunteer imstructors
making 1t possidle to do intermally much of what we had budgeted to do at other
ingtitutions; {2) Pewer steff employees than were expected have requested the
kinds orwmmuem;am; and (3) theeosmcmnmmtm
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Maintenance Awards has been far legs than anticipated. Original estimates wepe
based upon an analysis of the self-declared languege proficienciec listed by
etaff employees in their Parsonal Nistory Statements. The language Dats Recerd,
Form Milbc, which warned of tests to come, has proved to be a source of far more
sccurate data, and employees simply have not qualified for awards in the numbsrs
expected. By 1 Novewber, GSQwQSMmeWSTSMRInzsmWS, E Y
& total cost of $101,350.

Gemerally speaking, the right people are studying langusges ia increasiny
ausbers, and the Organization's aguregate competence is gradually increasing at
modest cost, The data suggest, however, that we still have a lang way to go in
tooling up langusge qualifications to the levels the Organization should possces.
It is hoped that the present momenmtum of the Ianguage Developuent Progranm will
comrtinue, and that all empleyees will be encouraged to take advantuge of the
unique opportunities it affords, to their own and the Organization's adwastage,

r PE AN S E TR EW & A
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FUND DRIVE REPORTS

UNITED GIVERS FUND

The 1958 campaign for the United Givers ?xmd. was concluded during
the month of November snd, once agein, Organizstion employees exceeded
the dollar goal for this campaign. We set our goal at $100,000, basing
1t on last year's contributions of $97,6350. Donstions this year
ware $104,740-104.7% of the goal. The United Givers Fund assigned to
us the same quote ss in 1957, $80,000. Last year we pledged 115§ of
that quots; this year's pledges are 131% of that quota. In mddition
to oversubscribing the dollar goal, ocur employees achleved a high rate
of participation with 95% of headquarters employees contributing to
the UGF.

PUBLIC SERVICE AID SOCIETY

This was the third year in which headquarters empicye¢es have been
solicited for contributions to the Public Service Ald Society. The
drive emphasized participation rather than aubstantial donations and
76% of headquarters smployees contributed. Basad on last year's
collection of $10,912, we egtablished $12,000 as this year's goal
for headquarters. Collecticns have totaled $15,329.29.-126% of that
goal. The second annual drive among field pearsomnel 1s still in

progreas.

- RN
it i H\i
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At an swards ceremony held on 11 December, campsign workers were
presented with certificates in recognition of thelr efforts and the
success of both fund drives. The consistently warm response of our

employees to these aclicitations is gratifying.

2-
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COMPTROLLER GERERAL DECISION AFFECTING USE
OF ANNUAL LEAVE IN LIEU OF SICK LEAVE

A recent decision (B-137531) by the Comptroller Generel of
the United States reaffirmed prior rulings to the affect that
retroactive substitution of annual leave for regular sick lesve
is not suthorized under existing lew. Once regular sick leave
has been requested by an employee snd granted to him it is not
subject to change. This does not revise the rule that snnual
leave may be granted to cover abgences caused by perioda of
illness, provided the employee requests annusl leave to apply .
The recent decision referred to sbove does nol affect earlier
rulings that an employes may liquidste advanced sick leave by
requesting a charge against an equivalent smount of annual
leave, provided this annual leave 1s charged prior to the time
it would be forfeited as a result of leave-law limitations on

the amounts of leave that mey be accumulsted.

Approved For Release 1999/09/20 : CIA-RDP78-04724A000200040002-8
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70 TEE RETTAENENT FUED

whe Civil Service Metirement Act permits esployees to buy extre
retirement amsuity by making voluntary contributions ia addition to the
6} per cent regularly deducted from thelr pay. These contributions must
be made 1z multiples of $25 and the total may sot exceed 10 per cemt of
the total basic psy received since August 1, 19520.

Patil recently employees were not permitted to withdraw their volun-
tary contridution accounts mnless they jeft Qovernment service or trans-
ferred to positions not covered by the Civil Service retiremcnt system.

A new law enacted during the last Congress removed this prohibition. The
nev law recognizes that an employes's peeds may change after he has mede
voluntary comtributions, so it pow permits nim to elect to take a2 lump-sun
refund of sany voluntary contributions be has made. in ewployee who
exercises this option must withdrew his total voluntary eontridution, not
Just & part of it. Be may request the payment at eny time, and interest
umrﬁmavomuryemtﬂmﬂmﬁubemnmrﬁeaf 3
mmtmmﬁedmmwmmmtmﬁiﬁlme Cormlssion
authorizes payment or date of separation from Government service, which-
ever is earlier. \

An employec who elects to tske a refund msy not make further volun-
tery contridutions while he comtinues in goverpment service. Bowever, if
he becomes absolutely separated from Government service and is later reem-
ployed, he regains eligibility to make voluntary contributions.

Yoluntary contributions should not be eonfused with {1) deposits made
to cover periods of service for which retirement deductioss were not made,

(2) redepcsits to cover periods for which deductions were made and later
Approved For Release 1999/99/20-:;GIAﬁRQP78-04724A000200040002-8
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refunded, or {3} regular contributions deducted from salaries of employees.

The money held in the Retirement Fund for an employee under any one of
these three dategories is refundable caly when an employee leaves (overn-
ment service and mpplies For a refund at lemst 31 days befors the earllest
commencing date of any amnuity payment to vhich he is entitled.

e

f I
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& plan to bave the Government stop direct salary payments to its
employees in the form of cash and checks hes been sbandoned as "impracti-
cal.”

A study of the proposal was ordered earlier thais ¥ear by the House
fppropristions Comiitee after one of its members had the idea that
eousiderable savings could be made if the Government transferrad lump
sums to commercisl banks which in turn would make salary peyments to
the 2.4 million employees.

The study group conceded that the proposal might save some time and
money for Uncle Sam but it doubted whether it would be worth the ineon-
venience to his employees.,

Besides, the cost of writing checks has declined steadily as Treasury's
Disbursements Division bas become more efficient. The agency has installed
costly new electronic equipment to speed up check-writing. It will write
en estimeted 265 million checks this yesr, or more than a million for

each working day.

WL 5

Approved For Release 1999/09/%(&,fgﬁCJ!A:,-RDP78-04724A000200040002-8



Approved For Release 1999/0%&%&@&&73 047244000200040002-8

mm&q%m

Senior Administrative Officers stationed at headguarters assembled
recently for a three-dsy business conferemce. This conference, likxe an
sarlier one é!a'ing 1957, was held st a nearby installaticn and worked through
s full agenda of mejor adminisirative problems and prograns.

A new festure was the Tinal session vhich was listed on the agends as
"gaking the Support Progran Fore Effective™ and was aimed st stimalating
nev ideas for making any saspect of the Bupport program more effective and
efficient. The Deputy Director {Bupport), who wes present for almost the
emtire eomference, ehaired this sessiom, which proved very productive.

Two conference sessions chaired by seaior officials were particularly
stimulating to the conferees. The Chief, WE Division drev on bis long and
diverse experience with the Organization in discussing "What the Ares Divisida
Expscts from Its Chief of Support.” The Chief, IAR Staff made many inclsive
cheervations snd frank Jjuldgeentis in poimting out the sbsolute neceasity for
tesmwork smong personnel assigned to various duties.

The agends inclnded & mumber of other timely and importasnt toples. %wo
sessions were devoted to eomsideration of the objectives and seope of the
Fisancial Mansgewent Ismprovement Program and the role of Administrative Offi-
eers in improving financisl management by encouraging understaniing of3

1. The value of financial property sccountability.

2. The advantages and respomsibilities of allotment zimplification.
3, ‘'The need for scademic-type training in budgeting and accounting.
4. 'The why of copt experiments.

5. The use of financial date aad reports to assisi; in the mansgemend

o orem. CONFIBERTIAL

til:z
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‘M&mve Flans and Fiscel Annexes™ was the subject of another

session and déiscussion developed a number of significant factors in devising
better vays of using these aids to wenagement.

The Chief of the Medioal Staff and the Chief of the Psychiatvic Division
provided & very infarmative outlime of the Psychiatric Progren sad of proceds
ures for the identification and ecave of peychiatric problemu. Tae Director
of Persounel, aided by two of his staff, led a very iuforustive cxplanation
of the receaily developed maupover control syatem_. ‘The Bew

~ systen's increased reeponsiveness Lo top mansgement directiom and comtrol
STATINTL

wes esphasized,

25X1C

In sddition, & brief sesaion was devoted to discussion of the Adminis-
tration Career Service and the matter of selecting officers for senior posi-
ﬁm in the Support Services. The Chalrman of the Administration Career
Service Board led the session, which covered factors bearing on selection,

_ rotation, and development of officers; tours of duty; and, of courss, competi-
tive promotion and how it works in the *A* service. | |

The conference was & success in every way. mm@mm@fmm
dnys wasz the unanticipeted arrival of the Deputly Blwector, who joined the
sonferess for dimmer and, afterward, an informal but hardhitting disaussion
of current trends and probless. gg

&

i
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MANAGEMENT TOOLS
THE STAFF STUDY

{As a thinkeplece for getting decisions om problemss.)

Bﬁ you ever stop to think that if you have trouble getting decisions
fyom your supervisors 1t might be due to the way you present the problem for
golution? If an ascistant is to be of miximur velue to his boss, he has to
learn to help the boas make sound decisions with & minimum expenditure of
'. time. PFortunately, the asaistant doesn't have to spend yesrs experimenting
to £ind an 1deal method for presenting probleme for sound decisions because
oge method has alresdy been proven successful by experience: the staff study.

Over the years the formal staff study has been inereasingly used for
problen-solving at the policy level. One reason for this is the very nature
of the starf-study formet, which reguires earsfully organized thirking in a
logieal pattern. A good stalf paper shows thet this approach has been used
in the development of the study; a poor staff paper shows too often the resulis
©af trying to fit a poorly organized study into the staff-paper format: “The
staff-gtudy tecthmigue is an ideal "think-plece™ mechanism for solving problems
sad preseniing solutions orally or is s memorandom as well as in a formal
staff paper. _

Bere is the method for applyfing straight, logieal thinking to a problem
and cominz cut with a sound decision b;r using the techniguen required by the
staff-atudy Zormet.

1. TRE PROBLEM
Be sure you have & clear statement of the problem. This is vitall

{3t has been seid that a problem well defined is half solved.) Vhen you

got a problex from 2 higher achelon, don't be afrald to go back for more

Approved For Release 1999/08]24 : ‘CiATREIP78-04724A000200040002-8
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information to clarify it, if necessary. Don't state the problen as,
“geudy the crganization of the 'X° branch and cther sﬁilw branches and
make recommendations for improvements.” The problem may be piated as a
miseion, such as, 'Demmiﬁa the beat type of organization to carry out
the "X' branch’s functicns,® Fowever, frequenily the best and simplest
way iz o put the problem im the form of 2 guestion such as, ™What is
the Best type of organization fer the 'X* branch?® You may find after
you have developed and snalyzed the Pacts thet the problen isn't quite
vhat you originally thought 1% was and shonld be restated.
Keep the stetement of the problem concise and apecific.

2. Waking ASSUMPTIONS |

Assumptions must be based on fact but need not be proven. Use
gssumptions only if you need them for a logical discussion of the problem.

3, Gathering snd presenting FACIS

Gather all the facts that besr on the problem but prescnt only the
important opes. {Pertinent details cen be pul in snmexes.} Reslst the
temptation to put 1o imterestiag information that shows the bess how
mch work you've dcme on the problem but doesn't directly bear om the
solntion to the problem, If importent encugh, put this informetion in
& separate memorandum.

%, DISCUYSYION of the facte

e discussion section of the study is the place €2 analyze the
fasts in s way that will lead to reasonable conclusions.  The advantages
and digadventages of elternative courses of sction should be welghed in
thinking through the pro’biem, vat it 1s not necegsary tc llst them 2ll n
the paper. Screening is as izportant in discussion as in facts. Include

only psrtinent diseussion, to accent the facts that have a defiaite
MTIa
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pearing on the problem and help sell the logleal solutiom.

S. Drawing CONCLUSIOES

If the paper is short, the conclusions may be cbvious and need not
be stated. Conclusions should result from a reasoned Judgment of the
effects and implications of the essential facts pointed up by discussion;
sad should logleally lead to recommendstions for action by the super-
visor. |

6. BECOMMENDATIONS for actiom

mtions should provide e clear-cut solution to the problem
and permit & simple spproval or disepprovel. State exactly who is to
take the action that is toc be approved.

7. COORDIBATION of the study

When the boss receives a staff study, he wants to be sure that it
represents the views of every ament having an offieial interest in
the problem or directly involved in carryimg out the recommendations.
Pais doesn't mean that the paper should be diluted to the point of the
lesst comron dencminator of agreement. Dissent can sometimes prove
valusble and may leed to improvements in the paper without changing the
basic proposal for action.

Be sufficiently flexible so that you can yleld on unmpormt det;im
without compromising on prineiple.

Waenever possible deal directily with those who have suthority to
copcur. However, be sure that in developing the study you have paved the
way with others who have an offiglal interest in ihe study.

Remesber that the staff study was developed to produce clear logical
thinking and a stepdard format for formal presemtstlons. As an ald to sound
~rery

3? ”?l %
Approved For Release 1999/09/20 : %I&;%Eﬁ -04724A000200040002-8



glxia
Approved For Release 1999/09{&%51@% -RDP78-04724A000200040002-8

decision-making, the use of its foruat and the techniques required in iis
developnent have a much broader application. Regardless of the level at
which you operatc, regerdless of whether you are staff or line, you can use
the technigues required by the development of & gtaff study to your sdvantage

in solving probleus and getting prompt sound decisions.

’F ﬂ"i?“’!l‘ A 1

>5 f-ﬁ
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INTERCHANGE OF SOCIAL SBCURITY AND CIVIL SERVICE RETIREMENT CREDITS

The AFL-CIO Government Employees Council hes indorsed proposed
legislation permitting an interchange of credits between the Soclel
Security System and the Civil Service Retirement System.

This legislation, originally sponsored in 1956, continues to loom
as something which stands an excellent chance of passage by Congress.

1t would benefit Government -- by making the Federal service more
attractive.

1t would bemefit employees -- mainly by giving them additional
survivorship insurance during their first years of Government service.

Its cost presumably would be small, and perhsps could be handled
without direct appropriation.

And it would not involve so-called "coordination" of Social Security
and the Civil Service Retirement 3Jystem, a formule once determinedly
pushed by the Elsenhower administretion, but strongly opposed by Federal
worker organizstions.

It would have, however, a principal objective of coordinsticn by
extending survivorship protection to short-term Federal employees.

the

And for this reagon, the plan mey be opposed by/\Baalth, Eé.ucationj

and Welfare Department which still clings to the coordination dream.

—POP-SHONS-
ﬂm’s
In practice, whe—HortftwEk plan would stop short of a true inter-

change of credits between B8 and C3 Retirement System.
The flow of funds would be Acwn & one-way street -- from the CS

System to Socisl Security, dbut never in reverae.
Approved For Release 1999/09/20 : CIA-RDP78-04724A000200040002-8
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Nere is bow it would work:

A new employee entering the Pederal service would be under the Civil
Service Retirement System, just as he now is. Ne would pay 6.5 per cemt of
his base salary into the CSR Fund.

But if he left Government within 5 years, he would not get the present
#ull rebate of all momey he had paid into the Fund. Instead, thers would de
dsdueted from his rebate whatever wes necessary to give him Social Security
ecoversge Tor the period of his yaderal service, Tais would go to bulld up his
eventual Social Security peneion et 65.

If the erployee dled within his first 5 years of Pederal service, his
gurvivors would get Soeisl Security survivership bepefits. 'The Betirement
Yund vould reimburse 88 for the total cost of these benefits., This would be
the only direet charge against the Fund. |

At present, Pederal employees aren't eligible for survivorship beneflits
until they complete 5 full years under the CBR System.

Thus, the rev plan would £ill a major gap.

In effect, it would mesn that Government, os an employer, would begin
giving its own employees the same survivership protections it already requires
by lav for non-Government workers.

The Meddfdoldd formula also could penefit certain elderly neople.

Exsuple: A woman 1s widowed at €0 and goee to work for Covernment. At
6k, she is forced to leave. Under present law, she would get no retirement
veseTits from her Federal serviee, TUnder the{% plan, however, her Wik
oredits vould be transferrel to goeial Security in exchange for benefits froam that
system.

The plan Just possibly can vin Administration support.

Tte prospects are petter thaxn you might suppose.
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* & recent Civil Service study revealed this breskdown of every 100
W&s who retirve:
Puelve retire after reaching 55, with at least 30 years of service,
&%t & reduced amnuity;
Twenty-nine retire after 60, with 30 years;
Bixteen retire after 62, with 15 yesrs;
Five retire after 62, with 5 years;
Eight retire because they have to at age 70;
Twenty-nive retire because of disability, and one retires becsuse

he's lald off.

The average sge at retirement 1s 62 with 26 years of service and on an
average anpuity of $196 a month.

PORTIGENTIAL 1
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Directed assignment weans that the Orgenizetion makes the finel
decision from among the aslternaiives thet exist 1in the assignment of an
exployee, It follows that this decision will be accepted act only by the
evployee but also by all supervisors in the geining and losing components.

e authority for making directed sssignments is part of the smthority
granted to the Director as the hesad of s Pedersl agency.

It is certainly to the interest of the Organization to have an assigo-
ment accepted wholeheartedly by the employee, thus his views and preferenace
should be solicited and carefully welghed before the finnl decision is made.

mmdating the personal preference of an individuel regarding his
sssignment ie of course desirable bat we all know that cur world-wide and
ecastantly Iincressing demands for personnel cannot be met through s wholly
volhuntary assigoment system. Recognizing this, Reads of Qareer Services
&re sathorized to direet the assignment of members of their services.

Birected assigoment also megns that appropriate sutherity must fron
time %o time be used to remove an individual fyom an office or place en
individual i a particular position over the protest of the chief of the
respective unlt or career service. Deputy Directors may appeal sueh
setions to the Director or the Deputy Director of the Urganization who
will make the finel decision.

The Director has stated that having the right person in the right place
at the right tinve 1s essential to the successful accomplishment of our
aispion. He has directed that those officlals who are respomneible for
sdninistering our career service program devote their efforts to achieving
this objective, but in so doing they give full consideration to the capabili-

ApBHve AT ERoREA e theoBTEInL. BCRNSIES A2 A0 4BSBD dpaIovee.
"5 JOFoRN
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APPLICATION FOR TOTAL DISABILITY INCOME PROVISION

A recent announcement by the Veterans Adminlsiration makes 1t possible
for bolders of World War IT Nstional Service Life Insurance {NSLY) to
obteln the nev Total Disability Income Provision rider {TDIP) by meeting
certain physical feguiremnts. This artiele is wpitten to ipformally
advise Organization employees who presemtly do haire WSLI of some of the
benefits of the new rider and to let them know the procedure to obtain
tham. 41l ofrieial information mist of course be obtalned from the
Veterans Administration.

4Bwle- TOIP has been avallable for a long time, so some poliey-holders
may already bave it on their precent NSEI contract {the extra charge being
& part of the present premium), but others way mever have applied for it.
The new llberalized rider may be obtained by both these categories of
veterans.

Whether you have the old type om your present eontract, or have never
hed it, each policy-holder who wants to cbtain the benefite of the new
rider must make & new spplicstion im the manmer stated below. HNemember if
you do not now have RSLI in force, you may not meke spplication for this
rider.

The old TDIP rider provided for psyment of §5 per month for each $1,000
of insurence in force, this payment to cocmmence after the insured had been
eontimicusly totally disabled for a period of six momths Or more. The new
rider provides for the monthly bemefits to be incremsed to $10 for eash $31,000
of BSLI in force. For exsmple, if a veteran had $10,000 in force with the
TRIP rider added, safter he hud been mt.innously totally disabled for six

Approved For Release 1999/@9!‘20 CMRBP?B 04724A000200040002-8
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months or more he could receive payments at the rate of $100 per momth
for as long a8 he remained totally disabled. The old rider, in this
example, would have provided $50 per month.

The rates Tor this rider are based on each individual case so that it
is not possible to furnish any rates in this article.

Applicants who are under age 41 may use the nommedical form in
applying, which ismclndes a health statement to be filled ocut by the
indtvidual and does pot require a physlcal examination. Those who are
age 31 or older must use the medical form reguiring a physical examination,
which may be made by medical officers in active service with the Army,
Eavy, Alr Force, Marine Corps, ar Coast Guard, or physicians of the U.S.
Public Health Service, for those emtitled, or may be wade free of charge
by & full-time or part-time salaried physician at a Regional Office or
hospital of the Veterans Administration, or may be made at the epplicant’s
own expense by & physician licemsed for the practice of medicinoe by a State
or Territory of the United States or the District of Columbie who is not

¥ palated to the sapplicant by bloed or marrisge, asscelated with him in

business )@x pecuniarily interested in the granting of this Insurance.

‘ o ey e 6 4 d
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